CURRICULUM VITAE

AARTI PEDNEKAR 
A-8, Shrey Anand CHS Ltd., 2nd Floor, Kolshet Road, 
Kolshet Road, Thane (West), Pin - 400607
Mob No.: 9029598534 Email ID: aartipednekar28@gmail.com    
  

OBJECTIVE: 
Seeking a challenging position under a quality environment where my skills alongwith my experience can be fruitfully utilized for growth of company and therby growth of myself. 
ACADEMIC: 
	Qualification
	Percentage
	Year of Passing
	Board/University

	S.S.C.
	57%
	1991
	State Board

	H.S.C.
	57%
	1993
	Board

	B.Com 
	Pass Class
	1996
	Mumbai University 



PERSONAL EXPERIENCES: 
1. Worked with Petron Engineering Construction Limited as  a Secretary to CFO at Chembur from October 2003 to January 2013.
JOB PROFILE:
· Typing and word processing
· Maintaining diaries
· Arranging appointments
· Answering telephone calls
· Taking messages
· Filing
· Prioritising workloads
· Recruiting, training and supervising junior staff
· Handling correspondence
· Implementing new procedures and administrative systems

2. Worked with Macro Agencies Pvt. Ltd. as a Steno- Typist at Goregaon from June 1996 to September 2001.
JOB PROFILE:
· Same as above


3. Worked with Homeopathy Clinic (Dr. Sankarans Clinic) from July 2017 to September 2020 as Secretary to Doctors.

JOB PROFILE:
· Same as above


Other Qualification:
· Diploma in Computer Software Application from Keerti Computer Institute.  
· English Typing 50 W.P.M. and Shorthand  80 W.P.M 
Personal Data: 
Residential Address	:	A-8, Shrey Anand CHS Ltd., 
2nd Floor, Kolshet Road, 
  Kolshet Road, Thane (West), Pin - 400607

Mob No.			:	9029598534
Date of Birth		:	11.07.1974
Nationality			: 	India 
Marital Status 		: 	Married
Languages Known	:	English, Hindi & Marathi
Hobbies			:	Listening Music & Travelling

The information furnished above is correct to the best of my knowledge and belief. 

Thanking you, 


Place	: Mumbai
Date	: 
(Aarti Pednekar)
